SGEIS okt L
( May 6, 2013
Subject: Year-End Processing Preparation Task: Review HR Travel Requests to Ensure

They are Closed by June 28, 2013
Audience: Finance Directors, HR Directors

To help ensure your agency is prepared for a smooth year-end closeout process, the SCEIS Team
recommends all agencies begin reviewing all FY2013 Travel Expenses to identify those that have been
submitted, but not yet approved or rejected. Any Travel Expenses/Commitments not closed by
Friday, June 28, 2013, at 3:00 p.m., will be zeroed out by SCEIS to avoid finance year-end
processing errors.

There are two options for viewing pending Travel trips as of June 30, 2013: use the “Year-End” report
layout or manually select your filter criteria. Please follow either of the options detailed below to ensure
your agency closes all Travel Expenses before June 28, 2013.
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Step One for Both Options:
Enter Transaction Code ZTRAVEL_REPORT, and click the green check mark to begin the report.
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Select “Display Report of Expense claimed for your agency,” as shown in the screen shot below.
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Option 1 — Use the “Year End” Report Layout

Initially, the report will show data on all 2013 Travel Requests. To view only pending trips, begin by
opening the Settings menu, and selecting Layout > Choose.

= _ ] W_
List Edit Goto “iews Seftings Systern Help
& Layaut » | Change. ] | @
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[ Pers.No| Trin[Dur[Begins on Trin Ends On [Trip Destination |ctr [Region  [Reason for Trip = Reimbursmt|z Pd by Comp|= Total|Gurr
10000146 41776 2 03242013 03292013  Columbia to Charlestan ug | 8Cisc Best Practice 27463 0.00 2T4.62 USD
24928 1 120082012 12082012  Colato Charleston ug | SCisC FCR Hearing testify 12597 0.00 12597 (UsD
31813 4 0W2HI012  0926/2012  Colato Mytle Beach ug | 8Cisc Fuhlic Defender Conference 521.30 0.00 521.30 (USD
25303 1 03072012 03072012 Colato Bennettsville ug | SCisC Case:Juan Ramos 103.26 0.00 103.26 USD
18108 4 09252011  0928/2011  Colato M Myrtle beach Us | BCiSC FD Canference 514.38 0.00 514.38 USD
I, 10000... = 153953 = 0.00 = 1,539.53 USD
10000223 28518 3 10/3002012 1100142012 5t Louis MO Us  MNOMSC  |MNETA Caonference 0.00 0.00 0.00 (UsD
28518 4 100232012 10262012 Greenville, 5C us | SCisC EdTech 0.00 0.00 0.00 |usD
L 10000 - 0.00 « 0.00 « 0.00 USD
10000290 42520 2 04142013 041192013 Asheville, MC s MOMSC  ForYourHome Field Production 1304928000 53.00 0.00 53.00 (UsD
a0195 7 031412013 03182017 Charlestan SC LS SCISC | FOUCATIORN EORL M - 13HAG1RION 4300 non 2700 [1Isn

When you receive the “Choose layout” screen, select the layout “/YEAREND,” then click the green check
mark to execute the filter. When you return to the report results, you will see only those Travel Requests
that are pending.

Choose layout
Layout setting ] o
Layout ‘lLayDut description | Default setting

HEAREMD ForJune 30 2013 Trips
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Option 2 — Manually Select the Report Filter Criteria

Click on the Filter icon, circled in red in the screen shot below. When the “Define Filter Criteria” pop-up

window appears, select the following fields from the “Column Set” selection box on the right, and use the
left-pointing arrow in the center of the window to move them into the “Filter Criteria” box on the left.

Filter Fields:
e Trip Ends On
e FI Transfer (ind)
e Request/Trip Ind.

After moving the three fields listed above into the “Filter Criteria” box, click the bottom filter icon at the
bottom of the window (circled in red in the screen shot below) to enter details on your filter criteria.

=
= List Edit Goto Views Seftings Swystern Help = W
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General Tgp Data/Trip Totals
B (i)
Pers Mo | TrlplDurlEegms on '|Ends an _ITr\p Destination |Ctr |Reg|nn |Reasnn far Trip & Re\mhursmtl: Pd by Comp|z
10000298 43410 &5 042172013 0425/2012  Beaufort Us  8Crec Streamline workshops 100.00 0oo 1o
JL 10000298 . 100.00 = 0.00 - 104
10000315 43501 2 04/24/2013 |0425/2013 MYRTLE BEACH, 5C Us  5CrSC | 5C HALL OF FAME 3z2.00 0.00 3
U1, 10000315 IE?DEﬂnE Filter Criteria . 32.00 « 0.00 = 3
10000585 43673 2 0402802013 1t Slep: Define the Filler Criteria 000- 13HA925000 169.55 o0oo 16
43672 1 042372013 50.40 0.00 &l
1L, 10000585 ‘ |a~[2]F] . 219.95 = 0.00 = 21
10000670 43390 2 041152013 Filter criteria Column Set 32.00 0.00 3
oL, 10000670 . 32.00 = 0.00 - 3
10001415 | 42848] 4 [0m03/2013 | (Column MNarme | Colurnn Narme | ravements 400.05 000 40
I, 10001415 Trip Ends On Personnel Mumher [] 40005 - 0.00 - 40
10002053 [43663| 30 [0401/2013 | | FITransfer (nd) E [V RN ET? [ ng 369.51 0.00 | 38
0, 10002053 ReguestTrip Ind Period Mumber . 36051 = 0.00 = 36
10003263 [41740) 1 [020672013 iRlBlrEtion 10.26 0.00 | 11
1, 10003253 Trip Begins At 11025 . 0.00 . 11
1000433035297 | 1 |12/28/2012 Trip Begins On 53.05 000 6
0y, 10004330 Trip Ends At . 68.05 » 0.00 - 6
10004439 [40366| 2 [03/2012013 GO LRI [2] 8547 0.00 | B
oL 10004438 a = " 85.47 = 0.00 = 8
10006150 43578 1 |04/2452013 2nd Step: Determine Yalues for Filter Criteria 14408 ooo | 14
oL, 10006150 . 144.08 = 0.00 = 14
10006344 132053 4 0902972012 Btate Charity Officials Conference 559.28 000 55
4L 10006344 " 559.28 = 0.00 = 55!
10006804 | 42669 1 04192013 04192012 711 Aplepate Drive, Columhbia, 5C 29209 uUg  |8CEC  |Investigation SLED Case #13-0300 o.oo 0.00
42500 1 0411872013 041872013 4026 Moore Duncan Hwy, Moore, SC 29369 Us |SCISC  |Investigation SLED Case 313-0285 7.00 0.00
A2489 1 |D4M7Fr2013 041702013 681 Beckman Drive, Caoilumbia Us |8CrfSC  |Routine Visit 0.00 0.00
42473 1 04162013 04MB/2013 714 National Cermetary Rd. Florence, SC g SCrSC Investigation Sled Case #13-02487 F.oo 0.00
42158 1 04152013 (041572013 816 West Montgomery Street, Gaffney, SC Us  |SCISC  |Training DSM Staff on QAPA 7.00 0.00
ERE-LEr A AN 3 nAM N2 1114 Rahhit Run Honkine Sr e e InvractinatinnFacilibe i ite N N
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Use the screen shot below as a guide to enter your filter criteria details:

e Trip Ends On: Enter date range 07/01/2012 to 06/30/2013.

e Fl Transfer(ind): Double click to get the green equals sign (=), then select it. (This is a very

important criterion.)
e Request/Trip ind.: Enter 3 and 4 in these fields.

Once you have set up your criteria details, click the green check mark in the lower left-hand corner of the

screen to generate the filtered report.

[ Determine values for filter criteria

Select.
Trip Ends On p7iots2012[s) to  [D6/30/2013 [ =]
FI Transfar (nd ) B to
ReguestTrip Ind. 3 to 4

ZIEENGIE

Final Display Using Either Option

After filtering using option 1 or 2, you will see only the trips that have not yet been rejected or approved
and posted in Finance. These trips have commitments posted to them which may have to be reversed or

carried forward depending on the situation.

=5

List Edit Goto Views Setings Systern  Help

@ A EISeE@@ QEE 5000 FE @

EE

General Trip Data/Trip Totals

PersNo.| Trip|DurBegins on [Ends on | Trin Destination [ctr |Region |Reasan for Trip
10017925 37476 1 02/01/2013 0200172013 |Union, Richland Cty. us  SCIsC
T, 10017925
10018039 43523 40 03182013  04526/2013  |Florence DHHS US SCrsC meetings, work, mail pick up
35697 8 |01/0X2013  01M0/2013  |Florence County DHHS Us [8Cr3C Mail work meetings

23749 08/272012  08I2712012 |Pee Dee Centerto Florenc... US| SCrSC  pickup case files and daily mail

33746 1 0222012 08222012 |Pee Dee Centerto Florenc.. US SCrSC pick up mail and case files
g1, 10018039
10018080 37161 1 021102013 02M1/2013 | Pinewood Leachate Site, 8. US| SCrSC MNew 30,000 gallon LP tank and piping
I1, 10018080

10018179 41483 30 04/01/2013  04/30/2013 | Chesterfield Co LEP McBe.. US  5CISC
29345 57 01032013 | 02028/2013  |Chesterfield Co LEP McBe... U5 SCISC

41, 10018179

10018618 31521 &5 09102012 08M4/2012 |Charleston 5C Us SCIEC |Monviolent Crisis Intervention Training
g1, 10018618

10020206 31472 5 09102012 091472012 | Charleston 5.C. us SCiSC |CPITraining
L1, 10020206

10021477 29334 1 07TM22012 0722012 Charlotte, NG US SCSC  |EEOC Annual Seminar

= Reimbursmilz Pd by Compl=  TatalCurr. [Sett[FI | Accummi<m
7.00 000 7.00 USD
700 - 0.00 - 7.00 USD
10296 0.00 | 102.96 [USD |1 182
20,47 000 947 |USD 1 52
0.00 000  0.00[USD [0 0
3.89 000 388[USD |0 7
136.27 » 0.00 - 136.27 USD
B6.78 0.00 | 6878 [USD [0 131
6878 - 0.00 - 68.78 USD
233.74 0.00 [ 22374 [USD [0 366
490,89 0.00 | 490.88 |USD |1 864
71473 « 0.00 - 714.73 USD
33148 0.00 [ 33148 [USD [0 0
33148 « 0.00 - 33148 USD
332.00 0.00 | 332.00 [USD |1 0
« 33200 . 0.00 - 33200 USD
92.70 0.00 | e270[UsD |1 180

Page 4 of 5



SGEIS ekt Ut
( May 6, 2013
Resources

The Business Process Procedure providing steps to Review, Approve, and Reject Travel

Reimbursement Requests is available at the following link:
https://uperform.sc.gov/gm/folder-1.11.160267?originalContext=1.11.16004.

Travel Guidelines (including Travel Advances) are available on the CG’s Office Website:
CG’s Office Travel Policy.

If you have questions about this travel report, please contact the SCEIS Help Desk at 803-896-
0001 (Option #1 for SCEIS issues) or electronically at http://sceis.sc.qgov/requests.
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